
D O E S  T H E  I T N A  P R O C E S S  B O G G L E  Y O U R  M I N D ?   

D O E S  I T  H A N G  O V E R  Y O U R  H E A D  A T  L E A S T  
A N N U A L L Y  T O  R E V I E W  Y O U R  E M P L O Y E E S ’  

T R A I N I N G  N E E D S ?

W E L L  T H E N ,  T H I S  I S  T H E  S L I D E S H O W  F O R  
Y O U !

HOW-TO ITNA



Step 1:  ES&H Tools – click ITNA

Click 
here!

 Go to ES&H at Fermilab:  
http://esh.fnal.gov/xms/

http://esh.fnal.gov/xms/


Step 1:  ES&H Tools – click ITNA
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here!

 Go to ES&H at Fermilab:  
http://esh.fnal.gov/xms/

http://esh.fnal.gov/xms/


Step 3:  Login Via KCA Certificate

 Most likely 
you have a 
certificate.  
Click on the 
top button to 
Login.

 If, by chance, 
you don’t, 
submit a 
helpdesk 
ticket and ask 
for a KCA 
certificate.

Click 
here!



Step 4:  Enter the ID Number of the person whose 
ITNA you are creating/updating

Enter FNAL ID – select 
appropriate employment type
(employee, visitor, etc.), click 

SUBMIT



Step 5:  Enter your ID number

Enter FNAL ID – select 
appropriate employment type
(employee, visitor, etc.), click 

SUBMIT



Step 6:  Read each question, line by line.  Click on the box to 
the left if you are answering YES to the question.

Click here – if YES!

Click INFO to open the ITNA map.  This will tell 
you what training course is associated with this 

question.  See the next slide for an example.



Q:  Will the individual use any Fermilab computing 
systems, including desktops and laptops?

Primary bullets are 
required courses for 
this ITNA Question.

Additional questions and bullets are 
questions and their associated courses 
that you will see further into the ITNA 

process.



Step 7:  Once you have answered each question (by checking 
the box for “yes” and not checking for “no”), Click SUBMIT

Click here!



Step 8:  Continue in the same manner through the lists of 
sub-questions until you come to the final page….

This is the final page 
before officially changing 
someone’s ITNA.  

The courses you see 
listed at the bottom are 
what is required by the 
ITNA process you have 
nearly completed.  Some 
may be courses that the 
employee has already 
completed (such as New 
Employee Orientation).  

If you would like the 
employee to take a new 
course that was not 
flushed out by the ITNA 
process, then select the 
course from the pull-
down menu, and click 
“No add the course listed 
below.”

Finally, click “Yes” once 
you have selected all the 
courses needed.



After clicking “Yes” you will be taken to a summary of the 
employee’s training requirements.  

At this time the 
employee’s ITNA 
is complete.  You 
may enter another 
employee ID 
number and apply 
the exact same 
ITNA to them by 
clicking “Apply 
ITNA to 
Additional 
Person.”  



Want to get Fancy???

You can restore archived 
ITNAs!

The table at the bottom of the screen  
(see Step 5) allows you to return an 
employee’s training requirements to 
some point in the past.  

For example, an employee worked 
temporarily for a project that required
Fall Protection Training.  The diligent 
supervisor updated the employee’s 
ITNA to include the Fall Protection 
requirement.  When the project was 
finished (and Fall Protection Training 
no longer required), the diligent 
supervisor restored the employee’s 
ITNA to the previous version before 
the start of the special project.  This 
was of minimal disruption to the 
diligent supervisor.


